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CASH MANAGEMENT

ACH Origination allows business customers to electronically deposit funds to employee and customer
accounts at any financial institution in a safe, convenient manner. Clients can send credit or debit
transactions securely using Business Advantage. An ACH overview on batch and file upload has been

provided. For more detailed ACH questions or technical support please contact us at 1-855-547-1385 and
select option 3.

| Creating an ACH Batch

1. Log into Business Advantage and
select Payments & Transfers from the —
main navigation menu. :FldehtyBank Home Accounts Payments & Transfers Cash Management Administration

Right By You!
2. Click the ACH button and then New | scoums

(# EDITACCOUNTS & PRINT  Payments & Transfers

ACH Transfer in the Select ACH SR s
RECENT »
Ciriteria table. pe preTE— =
XXXXXX7899 $10.89

RECENT ACHIMPORT

Basic Business Available balance

WIRE

14

Payments & Transfers

nt
CN . [ ] T

ACH

s s remincer. ACH requests must be processea by 4:00 pm. EST.

Select ACH Criteria

O Inquire ACH Transfer

ACH Type: 6 Payroll (PPD)

© Change ACH Transfer
@® New ACH Transfer
© Naw ACH Transfer Using Existing Transfer
() Delete ACH Transfer
O Review ACH Transfer
© ACH Transfer Template
() ACH File Import Template
O Review ACH Templste
Import ACH Transfer
(ONACHA
© Non NACHA
) Incoming ACH

e Submit

Fidelity Bank, PO Box 8, Fuquay Varina, NC 27526 i
- Privacy Statement
1-800-816-9408 - 1-800-998-9508 (Esparicl)

LENDER

3. In the ACH Type drop down box, specify the ACH type (e.g. PPD, CCD, CTX).
4. Click Submit.

ACH requests must be processed by 4:00 p.m. EST
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CASH MANAGEMENT
-

| Creating an ACH Batch

ACH
As 3 reminder, ACH requests must be processed by 400 p.m. EST.
= Pint @) Hew
New ACH - Payroll (PPD)
© cecion L e :
@ crecrenas [ =
Total Credit Amount: 5000
Tots! Debit Amount: 000 Tax |dentification Number:
[ABC Company [iococx3 148] v]
Transfer Type: Payroll
Disploy Datails
e Hold ¥ Account Amount ¥
select All Hold satch
(] Basic Business v] [ | o ) x
Add Row
Hold ©  EmployeeName Employee ID ©  AccountNumber ©  Account Type © R/T Number ©  Amount © Prenote ©
select All Hold Btch | Select All
O I |} TiNone) ]| |8 [ ] [  Descripion X
o Il (0] ==l LY |0 oeeiton X
g | I I | [iNone) -] L ] =] Descripion %
g | I I | [(None) <] | | | [ Descipfion X
@ | I I [era ]| L3 O e %
[ 1 il |[None) ]| |8 | ] [J  Desciipfion %
@ | I | e - D e X
g | I I | L3 O e %
[ I il |[Nenel 7] LY ‘ O Descipfion X
@ I I e ]| - D e x
Add Row

5. Enter a description in the Description field.
6. Select the Effective Date for the batch. For credit files, please use a two business day lead time.

7. In the Recurring Frequency drop down, indicate the batch frequency (e.g. none, daily, weekly, etc.). If
a frequency is selected, complete the applicable fields such as Recurring End Date, Non-Processing Date
Option, and Tax Identification Number.

8. Under Transfer From, select the account to be used for the ACH batch and enter the ACH batch
amount.’

9. Under Transfer To, add the name(s), identification number for the receiver(s), the account number,
and select account type from the drop down list.!

10. Enter the Routing Number (R/T Number). If needed, use the binoculars icon to search for a routing
number.

11. Enter an amount in the Amount field.

12. Click on the description link and add a description, if needed.

1 The above steps are for a payroll example. If you are collecting a payment, steps 8 and 9 may be slightly different.
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CASH MANAGEMENT

| Creating an ACH Batch

ACH

As areminder, ACH requests must be processed by 4:00 p.m. EST.
2 Print

New ACH - Payroll (PPD)

@) Help

Tax ldentification Number:

Total Debit Amount: $0.00

. Recurring Frequency:
pesroson R ]
ErecneD =
Total Credit Amount: $0.00

[ ABC Company [ooxa14]

Transfer Type: Payroll

Disploy Details

Hold ¥ Account © Amount ¥

Select All Hold Batch

Basic Business

]
Adid Row
Transfer To

Hold ©  Employee Name ~
Select All Hold Batch

ol o x

Prenote ~
Select All

EmployeeID ¥ Account Number ~ Account Type © R/T Number © Amount

| [(None)
| [iNone)
| [iNone)
| [(None)
| [iNone)
| [(None)
| [iNone)
| [iNone)
| [(None)
| [iNone)

o EEE

IDDDoDoDooo @
IDDoDoDooDOom@

Add Row

|

Description

Description

Description

Description
Description

Description

Description

Description

Description

XX X X X X X XXX

Description

13. Click Save to save the batch or Process to process the batch. Please note:
each entry will HOLD the entry from processing.

the checkbox on the left of

14. If you saved your batch, click Done.

Suecess:
P2yrot was saved successny

Payroll submitied for save

Debit Totals: s1.00

Gredit Totals: s1m0
Number Of Debits: 1
Number Of Credits: 2
Reference Number, s004udeRCe

14]

If you are a token user, you will be prompted to verify that you are an authorized user to submit an

ACH. The system will request a token passcode.

Security Challenge

The transaction submitted requires a one time password to continue.

One Time Password:
m

To submit the required response, follow these steps:
1. Press the button on the token.
2. Token displays a value.

4. Click the "Submit" button.

—

3. On the Security Challenge page, enter the wvalue from the token as the One Time Password .
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CASH MANAGEMENT

| Editing an Existing Batch

1. Log into Business Advantage and " ey @117 | R 55T (|3 o |[§ toGouT
select Payments & Transfers from the —
= Fidelity Bank

main Ilavigation menu. Right By You! Home Accounts Payments & Transfers Cash Management Administration

2. Clle the ACH button and then Fo— (FEDITACCOUNTS & PRINT  Payments & Transfers
New ACH Transfer Using Existing Smart Ao

0005263 $1485 RECENT v
Transfer in the Select ACH Criteria | s :
0007699 $1089 RECENT v ACHIMPORT
tab l c. Basic Business Available balance WIRE
XXH000K0456 $1282

Fayments E I raiE ers

kerne el Al Wire .
ACH 9

s 8 remingir, ACH requests must be processea by 4:00 pm. EST.

Select ACH Criteria

() Inquire ACH Transfer 6 Transfer Description: \

O Change ACH Transfer Date Range: I [ Tof =
O New ACH Transfer Amount Range: T Tof

® New ACH Transfer Using Existing Transfer ACH Type: [one)

() Delete ACH Transfer
) Review ACH Transfer
© ACH Transier Temalste
() ACH File Import Template
© Review ACH Template
Import ACH Transfer

O NACHA

© Non NACHA
) Incoming ACH

o
e~ —

Transfer Description Transfer Date
Debit Amount Credit Amount  Transfer Status. Details

Transfer Type: Payroll

3. Search for an existing batch by entering a transfer description, effective date range, amount range, and

ACH type.

4. Click Submit.

5. An ACH list will appear, choose the template you would like to edit.
6. Review the batch and make any necessary changes.

7. Click Save to save the batch or Process to process the batch. Please note: the checkbox on the left of each
entry will HOLD the entry from processing.

) =t e e
@ ACH - Payroll

Recurring Frequency

Description: ol
P Payrall Tone.
Effective Date: Bzt
Totsl Credit Amount: $1.00
Totsl Debit Amount: 100 [xidentioston Number
[ABC Company [oooc3148]
Transfer Type: Payrol
D\sik:! Details
Hold ©  Account - Amount -
Select Al Hold Batch
(| Eszic Business | 100 Descriotion x
Add Row
Transfer To
Hold - EmployesName ©  EmployeeID ©  AccountNumber ©  AccountType - RiTNumber ©  Amount - Prenote -
Select All Hold Batch Select Al
O |Midczy Mouse E‘Mﬁﬂ? 111452807 Checking - 053100200 ﬂ| 050 O x
Description: [Payrall
[ [Minnie Mouse [12588 [sosazara Checking_[w]| oszi0zsss ¥ | st []  Desciption X
Add Row
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CASH MANAGEMENT

| Creating an ACH Using an Imported Document

Customers who are unable to create a NACHA formatted file can import an ACH file from a .csv or .txt
document. Please contact Business Solutions for assistance at 1-855-547-385 and select option 3; our
support team can help create a custom mapping.

1. Log into Business Advantage and S TR | A o L S
select Payments & Transfers from the -
4 = Fidelity Bank

main navigation menu Right By You: Home Accounts Payments & Transfers Cash Management Administration
2. Select the ACH buttOn and then Accounts G EDITACCOUNTS  i3PRINT  Payments & Transfers
Non NACHA in the Select ACH s Lo o mTERNAL
. . . ACH
Analysis Available balance
Criteria table, and Submit. s o o -
Basic Business Available balance WIRE
XXXXXX0456 $12.82 RECENT v
Payments & Transfers

m
ACH (2]

As a reminger, ACH requests must be processad by 4:00 p.m. EST.

Select ACH Criteria

) Inquire ACH Transfer

O Change ACH Transfer

(O New ACH Transfer

) New ACH Transfer Using Existing Transfer
(O Delete ACH Transfer

() Review ACH Transfer

O ACH Transfer Template
(O ACH File Impart Template
) Review ACH Template
Import ACH Transfer
O NACHA
@® Mon NACHA
O Incoming ACH

3. In the File Location field, click Choose File and locate the file on your computer that you want to
upload.

4. Click Next.

As areminder, ACH requests must be processed by 4:00 p.m. EST.

Non NACHA File Import 1 - File Selection

Step 1 - File Selection

File Location: 6 | Choose File | No file chosen
Template: | Import Using New Template v

o I EA
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CASH MANAGEMENT

| Creating an ACH Using an Imported Document

5. Complete Step 2 - Template Details, by indicating the ACH Transfer Type, Template Description,
Template Group, Number of header or footer rows, if the file is fixed or delimited, and assign
user access.

ACH

As s reminder, ACH requests must be processed by 4:00 pom. EST.
Mon NACHA File Import 1 - File Selection 2 - Template Details

Step 2 - Template Details

ACH Transfer Type: |Payroll (FPD)
Template Description: |F'aym|l Test
Tax Identfication Mumber: [A5C Companylooooz122)

Test Groy W
Template Group: I i

»
Number of Header Rows to Exclude: I 1
Mumber of Footer Rows to Exclude: I a
Insert Decimal infe Amounts: I MNo
Text Qualifier:

(®) Delimited: |:|Tab |:|Semic-olun ECDmma I:‘Space I:‘Other I{Nune)
() Fixed Width:

File Preview:

[f=m= . Ecccunt Fumbes, Roucing Bumbez ,Description, Smount
Mickey Mouse, 123456789, 53100300, payroll, $1.00

I:‘ All User Access {Including new added users)
o BEER

6. Click Back, Next, or Cancel.
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| Creating an ACH Using an Imported Document

7. Complete Step 3 - Field Definitions by indicating the data included in each column. Any data that is not
included in the imported document can be added by completing the fields under Apply Additional
Values to the file. The offset account options and effective dates will need to be properly indicated.

ACH

As s reminder, ACH requests must be processed by 4:00 pom. EST.
2 - Template Details

a Mon NACHA File Import 1 - File Selection

Step 2 - Field Definitions

Layout Preview:
Column 1: Column 2:

Ciolumn 3: Column 4: Column 5

|Employae Narme | |Reeount Mumber

|R.'T MNurmnbar

|Di5|:r\eii|:|r|a|1cI Data |Amount

File Preview:

[ickey ¥ouse, 123456788, 53100300, payroll, 31.00

Apply Additional Values to File

Add Column

Offset Account Options

() Offset Account Defined In File

Effective Date Option

(@ Date In File

) Prompt For Date

Type Value

Effective Date [ oamazoig 2

Transaction Code [22- Checking Deposit I~
[Mane) v

[Mane) v

[{Mone)

® Add Offset Account to File

Basic Business

() Default Current Business Date

o EIEIEa

8. Click Back, Next, or Cancel.

9. Complete Step 4 - Data Mapping.
10. Click Back, Next, or Cancel.

11. Complete Szep 5 - Import.

12. Complete Step 6 - Confirm.

13. Click Finish.

ACH requests must be processed
by 4:00 p.m. EST

ACH

Az a reminder, ACH requests must be processed by $:00 pm. EST.

Mon MACHA File Import 1 - File Selection 2 - Template Detsils 3 - Field Definitions

Step 4 - Data Mapping

Payroll Test
Template: Payroll Test
ACH Type: Payroll (PPD)

Employes Mame: Data Contained In File

Account Mumber: Data Contained In File
R/T Number: Data Contained In File
Discretionary Data: Data Contained In File
Amount: Data Contained In File
Effective Date: 02/08/2010
Transaction Code: 22

Offset Account: Basic Business

o 21 2
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CASH MANAGEMENT

| Importing an ACH NACHA File

ACH files must meet NACHA formatting specifications. ACH requests must be processed by 4:00 p.m.

EST

1. Log into Business Advantage and
select Payments & Transfers from
the main navigation menu.

. Select the ACH button, NACHA
under Import ACH Transfer,
and Submit.

= Fidelity

Accounts

Smart Account
XXXX3263

Analysis
XXXXXX7899

Basic Business
XXXXXX0456

Bank

Right By You!

@ HELP | 4 ALERTS MAIL | § PROFILE | [

Home Accounts Payments & Transfers Cash Management Administration

(# EDITACCOUNTS S PRINT  Payments & Transfers

Available balance
$1485

INTERNAL

RECENT »
\CH
Available balance

$1089 RECENT ACHIMPORT

Available balance
$1282

WIRE
RECENT »

Payments & Transfers

ncemal Transfer m

s areminoer, ACH requests must be processed by 4:00 pm EST.

ACH

Select ACH Criteria

7 Inquire ACH Transfer
) Change ACH Transfer
() Maw ACH Transfer

3 New ACH Transfer Using Existing Transfer
() Delete ACH Transfer
) Review ACH Transfer
() ACH Transfer Template
() ACH File Impart Tempiste
O Review ACH Template
Impart ACH Transfer

@ MACHA

) Non NACHA
) Incoming ACH

3. Complete Step I - File Selection. In the File Location field, click Browse and locate the file on your
computer that you want to upload, select the proper Tax Identification Number, and Transfer Type.

. Click Next or Cancel.

ACH

s 3 reminger, ACH requests must be processed by 4:00 pm. EST.
ACH Impart

5. Complete Step 2 -

Import.

. Click Finish.

Step 1 - File Selection

9 File Location:

Tax Identification Number:

Transfar Type:

. Complete Step 3 -

1 - File Selection

lC.\LPsers\.*\JBﬂl\De‘slde\Pdeucl Welcome Letters_Emails\ACH ~ Browse...

[#5C Companyooxat4s]

e[ [ ]

[(None)

Import Confirmation.

8. Click Review to review the details.

9. Click Process. Ensure File Successfully Processed appears with the last item under status activity.

10. Click Done.

For technical support, please call Business Solutions at 1-855-547-1385 and select option 3.
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CASH MANAGEMENT

| ACH Return Items & Notification

When an ACH item that your company initiated (either debit or credit) is returned to Fidelity Bank, the
item is posted back to the checking account in which the initial transaction occurred. Fidelity Bank does
not notify you via phone or email of these returns. This notification comes through in your online banking
account history only. Returns typically take 3-5 business days, after the effective date, to be received back by
Fidelity Bank and the return posted to your account.

The item will have a description of “Dep Item Rtn ACH Deb or Cred” and you will see the amount either
being debited or credited back to your account. In the reference column, you will see a return reason code
(see below chart) as well as the participant’s name.

If you would like to reinitiate the credit or debit, you will need to make any necessary changes to that
participant’s account information and then reprocess either your file or batch.

RO1 [Insufficient Funds
RO2 [ Account Closed
RO3 [ No Account/Unable to Locate Account

|ACH Notification of Change (NOC)

NOC’s occur when the account information used is incorrect, but the receiving bank was able to locate
the correct account. Once the correct account is either credited or debited, the receiving bank sends back a
NOC to Fidelity Bank along with the reason code (see below chart). Fidelity Bank then sends these NOCs
out to the email address on file for the online banking profile via a secure email message. The email states
that the participant did receive their funds and/or was drafted and that you, the client, will need to update
their account information to what is shown in the body of the email. Per NACHA Rules and Regulations,
this change must be made within 6 days of the email or before the file/batch is processed again.

CO01 [Incorrect Account Number

C02 | Incorrect Routing Number

CO03 |Incorrect Routing and Account Number

CO05 | Incorrect Transaction Code (checking vs. savings)

C06 |Incorrect Account Number and Transaction Code

www.fidelitybanknc.com | 10



CASH MANAGEMENT

| Annual NACHA Rules & Regulations

We encourage you to purchase the newest version of the NACHA Operating Rules & Guidelines to stay up
to date with the NACHA Rules and future ACH changes that may apply to your business. Please reference
ePayResources website or the NACHA website for additional information. Violation of these rules could
result in direct penalties and/or termination of your ACH Services. If you have any questions about this
service or need assistance, please contact Business Solutions at 1-855-547-1385 and select option 3. Our
operating hours are 8:00 a.m. to 5:00 p.m. Eastern Time, Monday thru Friday.
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